
Attendance Record Keeping Policy Blueprint
1. Purpose
This blueprint outlines the principles and procedures for maintaining accurate attendance records, ensuring
compliance with organizational requirements and applicable laws.

2. Scope
This policy applies to all employees, departments, and contractors involved in tracking, recording, or reviewing
attendance data within the organization.

3. Responsibilities
Employees: Accurately report attendance, absences, and leave.
Supervisors: Verify and approve attendance records; address discrepancies.
HR Department: Maintain records, monitor compliance, and provide support.

4. Procedures
1. Attendance must be recorded daily using approved methods (e.g., digital timekeeping system, attendance

sheets).
2. Employees should promptly report absences to their direct supervisor.
3. Supervisors must review, verify, and approve attendance records on a weekly basis.
4. All attendance documents must be submitted to HR by the end of each month.

5. Retention & Confidentiality
Attendance records shall be retained for the period specified by organizational policy and legal regulations.
Access to attendance records is restricted to authorized personnel only.

6. Compliance & Review
Failure to comply with this policy may result in disciplinary action.
This blueprint should be reviewed annually and updated as necessary.

7. Effective Date
This Attendance Record Keeping Policy takes effect on: ____________

Authorized by:

Name: ____________________________ 
Title: ____________________________ 
Date: ____________________________ 
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